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b, ACCOUNTABILITY

(1)

(2)

Senior Officisls® ars responsible within their jurisdiction for
maintaining at all times the proper eontrol of dissemination

of classified defense information and materisl, including good
ascomtability records of such information and materisl, and
gevere limitation on the number of claseifipd documents orig-
inated, as well as the mumber of copies thareof reproducsd,
Accomntability records shall denote the recaipt or disposition
of information or material sad-shall-be-tnueibten-fopn; for
exomple, courler receipis, document receipts, manifests, chrono
aopies of correspondence, log sheets, production control
records, abstract file siips, fils or docwmnt charge out forms,

or dissemination records,
TOP SECRET information and materiel origineted within CIA or
received from outside CIA will 4mmsdiately be put under established

|

¥iBenior O0fficlals® for purposs of this Handbook are the Deputy Directors

of Cfh; the Inspector General} Executive Officer to the D03 Cable Secre-

tardaty %hn@f?-&h&«ﬂuoﬁ-ﬁ#&pwﬂing&iﬁs&aﬁay-iixswawfs,.nnd

~Qpevnitonai-Berviaesy the Assistant Directors within DD/I; and

Gindnfy-Ope
Diractors of Offices and Staff Chiefs in DD/B.
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Agency Top Secret Control Procedures for accountability and
other purposes,

{3) &aaemtabiliﬁy racords will be kept on all SECRET and CONFI~
DENTIAL Mormétim or material entering into or leaving the
srea under emch Senior Official, Exeaptions to this, conw
stgtent with the accomtability requirements of Exsoutive
Order 10501, may be made ly the Director of Beourity wherse
he deemas it eppropriazte, Accountability records will also
be kept on SECRET and CONFIDENTIAL information and material

dispatohed to or received from a |or 25X1
outside activity, pill maintain ac- - 25;)(1
countability records on all SECRET and CONFIDENTIAL information :

and material received and dispatched by them, Senior 0fficlale
are not prohibited from instituting additional ocontrol records
where they deem it advisatle.

(L) Ragimm dooument scoountability records will be maintsined
ty Area Registersd Dooument Custodians for all Registersd
SECRET and CONFIDENTIAL documents,

h2 '
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4, DESTRUCTION OF CLASSIFIED MATERIAL
(1) Digpositiocn of Classifisd Waste

(a) Preliminary dralfis, ‘Wpiea, carbons, steneils, stenographic notes,
blank paper containing inpressions from claseified information,
work sheets, and the 3.5.&:4, pertaining %o classified matter of all
¢laasifications, will be torn or shraddsd into small pleces and
placed in receptacles consplcucusly marke(i SECRET and appropriately
gusrdad until destroyed, ’

(b} Waste haakéts will be used for unclassified whste only.

{(2) Destruction of Classified or Controlled Documents
{2) The destruction of clsssified documents must be accomplished in i
aceordence with existing law end regulations, The law, referred to

as the Records Disposal Act, provides that Government records mey not

destroyed without the approval of the Archivist of the Unlted States

the Gbngress of the United States, However, under authority conw

7 !
tained in PL 253 the destruction of elaesified documents which record |

or relete to the gource of or wathod uged in the coliection of clan=-

dastinely obtained intelligence will be governed by proceduras, guides,

or sahcdules appmﬂd' _by the Divector or the Deputy Director concerned
without reference %o the !fv’g‘biom Archives and the Congress of tha

United States, Oustodiane of documents will survey periodically all

such material in thelr possession and, if deemed of no further use,
will request their Avea Fecords Officer to review the documents and

give directions for appropriate disposition as provided in the CIA
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TOP SECRET Documents, Not Registered ‘
TOP BRECRET documents, not registered, shall be destroyed by burning
by the oustodian thereof or his designee in thé presence of a uit-
neasing CTA officisl having & TOP SECRET clearance except in the C3
whers such documents will bo forwarded to[  |for dsstruction, The
custodian or his designee, snd the witness, will assure thet all the

doouments have been urned completely. The appropriate Area, Alternate

or Assistent Top Secret Control Officer must be notified of the destruc-

tion in ardsr that the proper entries may be made on the Top Secret
Accountability Record, Whan & TOP SECHET document is destroyed, the
disposal certificate portion of the Signature Record end Cover Sheet,
attached to the document, will be exscuted, The cover sheet wil) then
be forwarded to the CIA TOP SECHET Control Officer, through the appro-
priate Area Top Secret Control Officer sxcept in the DDP where the
cover sheet will be retained by the DDP T8CO,

(o} Other Classified and Unclassified Documente, Not Registered

(1) SECRET and CONFIDENTIAL doouments, not registered and wnclessi-
fied documents bearing e control statemsnt, shall be destroyed
by burning hy the custodian therwof or his designee, or such
documente may be shredded or torn inte small pleces and placed
in the classified waste receptable for subssquent burning by the
Office of Security. Undew-ne-edweumstunees-will-whele-doeumenis
by-piaedd-in-bhe-elavsifind-waste-vaceptabkeny Dully materisls

may be placed in the classified waste receptables wmtorn and

wnshredded, A witness
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(3)

to the destruction 1s not Nquir'eé.' Accountability recordas will be kept on /

SECRET and OONFIDENTIAL doduments so dostroyed. Bush-sesounbeidiily-may-be
w-sm:f#ﬁdammnr-wham-mmr&aﬁar%appvsvﬂdn‘-&aaﬂbﬁ&a‘pw&t&m

Guides-or--Sehedulesy When destruction oceurs &s the result of the spplication
of approved Records Disposition Guides or Schedules it will not be necessery to

log each ébmm destroyed, provided that a record of the material destroysd

is mm%a;na& by category of mﬁerialﬁlg names, subject or other means of

identifying the nature and kind of material destroyed by gensral descriptiom.
Bxcoptions to this sub-paragraph consisteni with the disposal and destruction
requivements of Executive Ordey 10501 may be made by the Director of Security

ih@rs he deaems it appropriste,

m;sﬁarné Documents

Reglstered documents will not be destroyed Ly the Area Custodian of Reglstered
Doeuments with the exception of the Office of Commmications for registered
documents origineted Wy it, When & Reglstered Document ie deatroyed the Disposal

-ssrtificate portion of the Registered Document Transfer Report pertaining to the
" document will bs exscuted by the CIA Oustodian of Registered Docunents or his
- designee, who will record the dasbruatim in appropriste accountability records,
:ﬂit.h respect to aegistémd TOP SECRET documents, all requirements pertaining to

the destruction of kunrag‘:iatered'!ﬁ? BECRET documents must be observed also,
Burn Teams
Senior Officials may organize "burn teams" for the purpose of destroying docue

. ments in accordsnce with the provisions of paragraphs 1. (2) {(a), (b), and (o)

shove, provided unsuthorized access ie not permitted thereby. They will assure
themgelves that persons assigned to burning and witnessing duties, in mccordance

with the provisions of this Hendbook, are authorized to have access to the mate-

rial to be destroyed, and that they
A L5
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REASONS FOR SUGGESTED CHANGES TO DRAFT OF

1, Pege L1, para, b.(1), footnote definition of "Senior Offidlals,

' Reasons

a,

b,

The DU/P has ssteblished the C3 records systsm which comprises
¥{ written materisls maintsined for retrieval in response o
he 0S miggion, The system provides fur centralived econtrol in
¥ record coples of all doowsents coming into the U8 which
a¥e pertinent to the 08 misslon by using certain machine methods
and procedurss not applicable on & decentraliced basias, The
system provides, also, for central control of vecord coplss of
pertinent documents moving batween elemente of the .

Adaguate accountability records are maintained or can be estabe

I

/14iahed for all classified materisl (record or non~record) enter-

; ing or lsaving the CS. This may be accomplished by one or more
f of ths exarples cited at the end of pars, b.(l), mainly in

[ ™

but swpplemented ty records (chrono copies, ete,) meinta :
the operating Divisions or Staffs in the case of non-racord dotu
ments or materials,

Each C8 Division or Staff keeps such accowmntability records on
dscuments (record and non-record) as are necessary for internal
control, reference or other operatlonal purposes. But, 1% is
pelther practical nor necessary {end manpower is not svailatlie)
to maintain complete accountability records on each copy of non-
record olasgified material at the level of the operating Divislon
or Staff, Meintenance of full accountability records atl a single
point in the (S is considersd adequate %o meet the requirements
of Exeoutive Order No. 10501,

2. Page k1, para. b.(1), 1ine 8, delete the words "and shell be in written
form®, .

" pemsont This is necessary to give sanction to machine agcombability

and the DDP's centralized control of opsrationsl documents
involving the use of punched cards or tickets, elsotronie
taps or memory wnits, or similar devices, to rdacord the re-
ceipt or disposition of classified defense information and
material,
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3., Page 41, pare, b.(1), line 10, add "abstract file slips, file or docu-
ment charge out forms" to the examples clted in the last gentence.

Reasons Both items are widely used in accounting for classified mate-

h. Pege/li3, pera. 1.(2)(a)

. Regmon: To distinguish the Records Disposal Act, as amended from

E Public Lew No, 253 which sssigned responaibility to the DCI

\/ for protaction of intelligence sources mnd methods from
wauthorized disclosure.

5. ?ﬁﬁ. b’-{’ para. (b)o

Reasons Within the headquarters of the 08, the records of all T8
material destroyed ars retained undsr thes control of the
Ohief, [ |ss the DDP/T8CO.

5; ?agﬁ M{, para, Qu(l}, line 7.

Reason: This is in scoordanes with current practice and is necessary
Yo save many man hours of work required to veduce bulky docu~
ments to small bits,

7. Page L5, pars, 2.{1), lina 4,

Reasoni / Por clarity., The volume of paper input for thes CS is over

11,000 cubie feet each year. More than this amount must be

A either destroyed or retired in order to yeduce cur holdings

\/ to menageatle size, The regulation should be clear thady
logging of individual documents destroyed is not required,
Otherwise, the ragulation will either be ignored or the
volume of valuelese dotuments will expand, In the (3 an
appropriste record is maintained for each document destroyed
which once was considered to have record valus, I% is not
practicsl to require individual logging of destruction of
211 non-pacord classified documents,

~2-
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